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About this Course 

This Instructor-led Training (ILT) course introduces Sandata Electronic Visit Verification (EVV) and 
is designed to facilitate training on the use of the system. The instructor will use this guide to lead 
each lesson with an overview of the topic in question, followed by a demonstration and hands-
on practice of the skills required to execute activities within Sandata EVV.  

Course Duration 

The estimated time for this course is 1 day. 

Performance Objectives 

¶ Navigate Sandata EVV 

¶ Use the Security module to: 

- Create and modify users 

- Assign and modify roles/privileges to users 

- Delete/Reactivate users 

- Reset user passwords 

- Create roles and assign privileges 

- Change a password 

¶ Use Data Entry to: 

- Manually input and maintain both clients and employees 

- Delete/Reactivate clients and employees 

¶ Manually input and maintain both clients and employees 

¶ Delete/Reactivate clients and employees 
 

¶ Explain the purpose and basic functionality of Sandata Mobile Connect (SMC) and 
Telephonic Visit Verification (TVV) 

¶ Use the Dashboard module to view real-time exceptions 

¶ Use the Visit Maintenance module to manage, correct visit exceptions and add manual 
visit, as necessary 

¶ Know the difference between Daily and Date Range reports 

¶ Run both Daily and Date Range reports 
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Conventions Used in this Document 

Convention Description 

Bold Text Used to alert a selection to be made or name of a field. 

 

Used to indicate an external tool or support (e.g. reference information) for 
instructors or participants. 

 

Used to indicate workflow. 

 

Use to highlight any risk management points. 

 

Used to highlight a key point of which the user should take notice. 

 

Used to indicate a tip and/or shortcut. 

 

Used to indicate instructor demonstration. 

 

Used to indicate participant should follow along with the instructor. 

 

Used to indicate participant should perform exercise independently. 
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Course Agenda 

Minutes Module 

10 Course Introduction 

15 Program Overview 

15 

System Overview 

¶ Log in to Sandata EVV 

¶ Navigation 

¶ Common Functionality 

40 

Security (Office Staff) 

¶ Manage Users 

¶ Creating Users 

¶ Alert Settings 

45 Client Module 

¶ Client Entry and Edit 

30 Employee Module 

¶ Employee Entry and Edit 

45 
Scheduling Module 

¶ Creating and editing schedules 
¶ Recurring schedule templates 

30 
SMC / TVV 

¶ Device Call-In/Call-Out 

¶ Telephony Call-In/Call-Out 

75 

Visit Maintenance 

¶ Accessing Visit Maintenance 

¶ Understanding Filter and Sort Options 

¶ Understanding Visit Exceptions 

¶ Reviewing and Resolving Visit Exceptions 

60 
Group Visits 

¶ SMC/TVV 

¶ Visit Maintenance 

20 

Reports 

¶ Accessing Reports 

¶ Reviewing Report Types 

¶ Exporting Report Types 

30 
Wrap-up 

¶ Assessment & Evaluation 

¶ Wrap-up Assessment 
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¶ Training Evaluation 
¶ Next Steps 

90 Lunch and Breaks 

505 Total Course Time 
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Overview/Objectives 

This training is an in-depth review of the Sandata EVV environment pointing out features, 
structure and requirements. In this session, we will cover the following topics: 

¶ Accessing and Logging on and off Sandata EVV 

¶ Using features and functions to navigate Sandata EVV 

¶ User Set-up and Security 

¶ Data Input into Sandata EVV ς Clients and Employees 

¶ Scheduling ς creating and editing schedules 

¶ SMC and TVV 

¶ Digital Dashboard and Visit Maintenance 

¶ Billing 

¶ Accessing reports 

The goal of this training is to present the functionality of Sandata EVV and to focus on the 
concepts of how Sandata EVV lends support in doing visit activities. 

This class will be a combination of classroom instruction, handouts and practice exercises. At the 
end of the session, you will be asked to complete a Training Assessment exercise to reinforce the 
skills learned today, as well as an online training evaluation. 

CƻǊ ǘƘŜ ǘǊŀƛƴƛƴƎ ŜȄŜǊŎƛǎŜǎΣ ǿŜΩƭƭ ǳǎŜ ŀ ŘŀǘŀōŀǎŜ ǘƘŀǘ ƛǎ ŘŜǎƛƎƴŜŘ ǎǇŜŎƛŦƛŎŀƭƭȅ Ŧƻr training. We will 
not use real clients; therefore, the data cannot be harmed. The training database is a close copy 
of the production system, but clients and examples have been added to use during classes. 
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1 Program Overview 
Module Time 
15 minutes 
This lesson introduces the Electronic Visit Verification (EVV) program. It 
provides an overview of the benefits and its core functionality. 

Module Objectives 
After completing this lesson, you will be able to: 

¶ describe the 21st Century Cures Act; and 

¶ describe the program objectives and the services under the 
program. 
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Key Terminology 

Term/Acronym Definition 

Aggregator Central data store for Sandata EVV and alternate data collection EVV systems 

Alternate EVV System Any EVV ǎȅǎǘŜƳ ǘƘŀǘ ƛǎ ƴƻǘ {ŀƴŘŀǘŀΩǎ 

EVV Electronic Visit Verification 

Fee-for-Service (FFS) 
A payment model under which a provider is paid for every Medicaid eligible 
service rendered to the recipient. 

Sandata Mobile 
Connect (SMC) 

{ŀƴŘŀǘŀΩǎ mobile visit verification application 

Sandata EVV Sandata Technologies Electronic Visit Verification system 

Telephonic Visit 
Verification (TVV) 

System used to record visit data and verification when SMC is not available 
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Introduction 

Congress established a January 1ST, 2020 requirement for all states to use an EVV system, in 
accordance with the 21st Century Cures Act. 

EVV is an electronic system that verifies when provider visits occur and documents the precise 
time services begin and end. The Sandata EVV system is provided free-of-charge for all providers.  

Program Objectives 

¶ Promote quality outcomes for clients (Quality of Care) 

- Ensure the health and welfare of clients choosing to receive long-term services 
and support where they live, or otherwise receive care in the community 

¶ Reduce billing errors and contain costs (Program Integrity) 

- Improved payment accuracy by using technology to match data on claims with 
data in service documentation (e.g., time and duration of visit) 
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2 System Overview 
Module Time 
15 minutes 
This lesson demonstrates how to log in to Sandata EVV. 

Module Objectives 
After completing this lesson, you will be able to: 

¶ access and log in to Sandata EVV; 

¶ reset passwords; 

¶ navigate Sandata EVV (with/without Americans Disabilities Act 
(ADA) support); and 

¶ define common functions within Sandata EVV. 
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Key Terminology 

Term Definition 

Americans with 
Disabilities Act (ADA) 

The Americans with Disabilities Act of 1990 is a civil rights law that 
prohibits discrimination based on disability. 

Job Access With Speech 
(JAWS) 

Job Access With Speech is a computer screen reader program for 
Microsoft Windows that allows blind and visually impaired users to read 
the screen either with a text-to-speech output or by a refreshable Braille 
display 
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Introduction 

This document details the functionality of Sandata EVV. It is a web-based system accessed via 
Internet Explorer, Mozilla Firefox or Google Chrome web browsers. It allows for client/employee 
data entry, paperless review/approval of visits and reporting.  

Browser Requirements 

Sandata supports the current and prior major releases of Microsoft Internet Explorer, Mozilla 
Firefox and Google Chrome on a rolling basis. We then discontinue support for the third-most 
recent major release. This policy to support modern browsers allows us to take advantage of the 
most recent efficiencies in the browsers to maximize the user experience and also ensure our 
solutions are running on the most recent security and performance updates. 

Overview 

Sandata EVV consists of ten (10) sections. This document is divided into the following major 
sections: 

¶ Navigate Modules 

¶ Security 

¶ Clients 

¶ Employees 

¶ Scheduling 

¶ SMC/TVV 

¶ Dashboard 

¶ Visit Maintenance 

¶ Billing 

¶ Reports 
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Log-in Screen 

How to Log In 

System security requires that you log on using the URL provided in the Welcome Kit. The 
Welcome Kit is provided upon completion of training.  

Follow the steps below to log in to Sandata EVV for the first time: 

¶ Agency EVV Security Administrator ς use the credentials received in the Welcome Kit 
and click LOGIN 

¶ All other Users ς enter the credentials provided by the Agency EVV Security 
Administrator and click LOGIN 

 

 AGENCY ς Example: STX#### (#### = 
account number) 

 USERNAME ς The username is the 
email address used when creating a 
system user (username is not case 
sensitive). 

 PASSWORD ς Must be at least twelve 
characters long, have at least one 
upper case, one lower case letter, one 
ƴǳƳŜǊƛŎ ŎƘŀǊŀŎǘŜǊ ŀƴŘ ƻƴŜ άǎǇŜŎƛŀƭέ 
character (@#$%^). The password is 
case sensitive. 

 REMEMBER ME ς When enabled, this 
checkbox will preserve the last Agency 
and Username entered. 

 LOGIN ς gain access to Sandata EVV. 

 
 

 

REMEMBER ME ς When checked, preserves the last username entered. 
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How to Reset a Forgotten Password 

Passwords need to be reset at regular intervals, based on EVV Program requirements. A user will 
begin receiving prompts 10 days before their password expiration date to reset the password. 

There can be times when a password is forgotten and it is necessary to reset the password (e.g., 
a new user forgets what they set as their password during the initial login process). 

1. Click Forgot Password? A window opens to enter the email address to receive a 
temporary password. 

 
2. Enter the EMAIL ADDRESS (username) used to log in. 
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3. Click RESET PASSWORD. The system sends an email with a temporary password.  

4. Click Back to Login. The Login screen displays. 

 

5. Enter the temporary password in the OLD PASSWORD*  field. 

6. Create and enter a new password in the NEW PASSWORD*  field. 

7. Re-enter the password in the CONFIRM NEW PASSWORD* field. 

8. Click SAVE. 
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Navigating Sandata EVV 

After successful login, the Dashboard screen displays. 

 
ADA Navigation Support 

Sandata EVV can be navigated using only the keyboard. It is also Job Access With Speech (JAWS) 
Reader compliant. Below is the Visit Maintenance screen. The Visit Maintenance screen displays 
immediately after log in. 

1. Using the <Tab> key to move through the system, the links below display individually. 
They allow you to skip the navigation options and begin with the main content. 

 
2. Clicking Navigate Modules on the Navigation panel opens the Navigate Modules field. 

This allows users to jump between screens by typing the name of the screen in the field. 
A link to the screen displays below the field. Click the link to navigate to the page. 
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3. To accommodate users that require more time, when a user remains idle for specified 
period of time, the system displays a warning message asking if they require more time. 
If the user does not respond to the prompt within 2 (two) minutes, Sandata EVV 
automatically times out. 

 

 

 

Common Functions of Sandata EVV 

This section describes common functions within Sandata EVV. Here is an example with the 
different items that are typically displayed.  
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Common Functions in Sandata EVV 

Here is a list of items commonly found in Sandata EVV. 

 Item Name Description 

   

Navigation 
Path 

System and which screen is displayed. 

  
 

Account 
and User 
Display 

Displays the account the user is logged 
into and the username/email address of 
the user currently logged in. For more 
about these fields, see the section 
Sandata Header. 

  
 

Log Out 
Button 

Logs the user out of the system and 
displays the log-in screen. 

  

 

Calendar 
Icon 

Clicking this icon displays a calendar 
from which the user selects a date.  

 

  

 

Show List 
Icon 

Located in list fields, clicking this icon 
displays the list. 

 

  
 

Save 
Settings 
Button 

When advanced filter settings are 
displayed, this button will save selected 
search fields so that they will be 
displayed again at the next user login. 

  
  

Reset 
Button 

If search settings have been saved, this 
button will clear them.  
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 Item Name Description 

  

 

Show/Hide 
Advanced 
Filter 
Options 

On screens enabled for searches, 
clicking this link shows or hides any 
advanced filters that are available. 

  
 

Search 
Button 

Executes a search. 

  
 

Clear 
Button 

Clears a search field or series of search 
fields. 

 1 
 

Page Listing 
This provides a button to go to the start 
and end of a list, along with the ability 
to display any individual page of the list. 

 1 

 

Number of 
Items per 
Page Setting 

This setting allows users to select how 
many rows of a list are displayed on 
each page.  

 1 
 

Page 
Contents 

This results display is shown on pages 
on which there are either lists or search 
results. Located at the top and bottom 
of each page, the results display shows 
the list entries displayed on each page, 
as well as the total number of rows in 
the list. 

 1 

 

List Sorting 
Icon 

Located in lists and reports, users can 
sort the contents of a list by any column 
that has this icon in its header. Click to 
sort in ascending or descending order. 

 1 
 

Exception 
Indicator 

When viewing search results for visits, 
any field marked by a red dot indicates 
data that is missing. 

 1 

 

Edit Button 
Opens an individual record with its 
fields in an editable state. 
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Additional Buttons and Icons  
The following buttons are frequently displayed throughout the Sandata system: 

Button Function Description 

 
Add Button Clicking this button adds another row to a listing. 

 
Cancel Button Cancels an operation and closes the screen. 

 
Check Box 

Filling a check box enables a feature, clearing it 
disables it. 

 
Clock Icon 

In fields that require a time to be entered, 
clicking this icon allows the user to select a time.   

 

 
Create Button Creates a new item in any list. 

 

Delete/Terminate 
Button 

Moves an item/user ǘƻ άLƴŀŎǘƛǾŜέ ǎǘŀǘǳǎΦ The 
User is prompted to confirm.  

 
Finish Button Completes and terminates a task. 

 
Lock Icon 

Displays the password to help with log-in and 
password entry. 

 
Play Icon 

Starts a playback of the client Voice Verification 
recording. 

 

Radio Button 
Radio buttons allow the user to select one or 
more items from a list. 

 
Reactivate Button 

aƻǾŜǎ ŀƴŘ ƛǘŜƳκǳǎŜǊ ǘƻ ά!ŎǘƛǾŜΩ ǎǘŀǘǳǎΦ ¦ǎŜǊ ƛǎ 
prompted to confirm. 

 
Record Button 

Pressing this button begins the client voice 
recording during the SMC call-out process. 

 
Refresh Button 

Refreshes one or several fields on a screen, 
usually search fields. 
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Button Function Description 

 
Save Button 

Located in Data Entry fields, this button saves 
the information that has been entered. 

 

Show Information 
Icon 

Clicking this icon displays additional information 
about a system field.  For example, at the login 
screen clicking this icon displays a password 
being typed in.   

 

 

Stop recording 
Button 

Pressing this button stops the client voice 
recording during the SMC call-out process. 

 
Terminate Button 

This button moves either a client record or an 
employee record ǘƻ ά¢ŜǊƳƛƴŀǘŜŘέ ǎǘŀǘǳǎΦ 
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Sandata Header 

This header is located at the top of every screen in the Sandata EVV. It displays key information 
about each screen along with functionality to navigate between modules or to log out of the 
system. 

 
 

 Function Description 

  Navigation Path This field shows a user the exact location in the system and 
the current screen. 

  Account and User Display Displays the account the user is logged into and the 
username/email of the user currently logged in. 

Moving Between Multiple Accounts 

Click the small arrow icon alongside the user name to display 
a list of accounts for which the user is authorized to access. 
Selecting the account number moves the user to that account 
without having to log out and log in again.  

 

 

A user must have permissions to log into more 
than one account and the username must be 
the same across all accounts 

 

The account the user is currently logged into is indicated by a 
check box. 

  Log Out Logs the user out of the system and displays the login screen. 
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Confirmation and Error Messages 

Confirmation and error messages are displayed at the top, center of the screen. 

  
 

Assignment Buttons 

These buttons are displayed whenever a screen has settings that require moving items between 
Available and Assigned fields, for example in the Security settings. The buttons allow single or 
multiple items to be added or removed. 

 

Button Function Description 

 
Add All 

This button moves all items from the Available field to the 
Assigned field. 

 
Add Item(s) 

This button moves single or multiple items from the Available 
field to the Assigned field. Click on multiple items to add them 
together, if necessary. 

 
Remove Item(s) 

This button moves single or multiple items from the Assigned 
field to the Available field. Click on multiple items to add them 
together, if necessary. 

 
Remove All 

This button moves all Items from the Assigned field to the 
Available field. 
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3 Security (User 
Set-up) 

Module Time 
40 minutes 
This lesson teaches how to set-up, create and maintain system users. 

Module Objectives 
After completing this lesson, you will be able to: 

¶ define key terminology; 

¶ access the security module; 

¶ create and manage users; 

¶ create and manage user roles; and 

¶ change your password. 
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Key Terminology 

Term Definition 

Administrator The person at the agency with the ability to create new users, assign 
roles, system privileges and reset passwords. 

Client A person who receives services through the Medicaid program. 

Privilege A single permission. 

Role A group of privileges (permissions) assigned to the user which allows the 
user to perform visit activities in Sandata EVV. 

Security The module in Sandata EVV where users (office staff) are set up to use 
the system. 

User A person with a unique login and password to Sandata EVV. 

Username ¢ƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ 
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Introduction 

Sandata EVV Security Settings 

The Security settings in Sandata EVV allow Administrators to: 

¶ assign user roles to specific users; 

¶ create user roles and assign system privileges to those roles; 

¶ assign system privileges; 

¶ grant and revoke system privileges; 

¶ reset user passwords; and 

¶ reset own password. 

Accessing Sandata EVV Security 

From the Sandata EVV Main Menu click Security. The Security panel expands and displays three 
sections of security settings. 

 

 

 

The security settings of Sandata EVV are divided into three sections: 

1. Manage Users ς This section allows the user to create and maintain users. 

2. Manage User Roles ς Roles allow the system administrator to group privileges and 
assign them to users of the EVV system. 

3. Change Password ς This section allows the logged in user to change his/her password. 

Manage Users Screen Overview 

¢Ƙƛǎ ŦǳƴŎǘƛƻƴ ŀƭƭƻǿǎ ǘƘŜ ŎǊŜŀǘƛƻƴ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǳǎŜǊǎΩ ŀŎŎŜǎǎ ǘƻ Sandata EVV. Users are 
staff members that are authorized to use Sandata EVV. Their records can be searched, created 
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and deactivated. Attributesτuser information, roles and privilegesτcan be edited. User 
accounts can also be locked and/or unlocked and, if necessary, a password can be reset. 

 
1. CREATE USER ς Used to create a new user profile. 

2. Filters ς Allows for a search by either USERNAME, FIRST NAME or LAST NAME or a 
combination of the three. 

3. SEARCH ς Retrieves the related information based upon the filters used. 

4. CLEAR ς Deletes the information from the filter fields to allow for additional searches 
with new criteria. 

5. Page Navigation ς Allows for navigating through the list using page numbers or arrows.  
The number of pages displayed is dependent upon the number of results. 

6. Show ς Allows for input of how many entries are shown per page and displays the total 
number of results returned. 

7. Edit ς Edit a user. 

8. Delete ς Inactivate a user. 
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Searching for Users 

Search for users from the Manage Users screen. 

 
 Click Security>Manage Users. 
 Input the appropriate criteria (user name, first name or their last name) in the appropriate 

fields to filter the results.  
 Press <Enter> (on the keyboard) or click SEARCH.  

If the user is found, their information displays. Depending on the criteria entered, multiple entries 
can display. 

A search can be conducted with no criteria added, resulting in a complete list of users. Press 
<Enter> (on the keyboard) or click SEARCH. 

 
Perform additional searches by clicking CLEAR and entering new search criteria.  




























































































































































































































































































































































































































